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[bookmark: _Toc512086968]Introduction:
The report which I a am going to write is all about a reflective report. A reflective report actually helps an individual to analyze the experiences and observations in a practical way. I am using Gibbs Model of Reflection which actually is known for reflective writing in academic purposes. The model actually contains six sections. I am going to write a reflective based on those six about the skills of academic and employability. The model is given below-
[image: ]
Figure: Gibbs Model of Reflection
[bookmark: _Toc512086969]Description:
Skills are very much important now a days. In this age of globalization, academic and employability skills are very much needed for every candidates and employees in the workplace. In this report I am going to describe about the skills including communication, hard skills, soft skills, leadership skills and various skills and their effectiveness and how these skills help my career, how I develop my personal development plan with those skills in a very reflective way. Reflective essays are important as it will help me to identify my strengths and weakness and thus it will also help me develop myself as a professional or in my academic career. This report will focus on my achievement and outcome of these skills and my personal observation in the workplace.
[bookmark: _Toc512086970]Feelings:
My topic was to explain and elaborate employability skills. According to Taylor, employability skills are the most needed and essential factors for organizations to choose the right candidate for the right position (Taylor, 2009). I have studied and done it with an individual report about academic and employability skills. From this part, I have gathered various information about soft skills and hard skills. According to Sarah, employability skills are different and included all soft and hard skills for a candidate (Sarah, 2012). I have acquired about various soft skills like communication skills, personal skills, interpersonal skills etc. Among all the hard skills, I mostly acquired and gained some practical knowledge about the numeric skills, computing skills, decision making, leadership and how to work under in pressure. Each and every skills and knowledge that I have acquired is discussed below-
I have worked on a report of academic and employability skills. Skills can make an effective output for an individual like me. As I have made a report about academic and employability skills, my main achievement is to have a general idea about problem solving method, how to analyze problems, what are the hard and soft skills for the employees etc. In the report, I have found some problems about the skills and the conflict of both academic and professional. Professional skills are like job description, IT knowledge etc. are successfully analyzed in my report. In the report, I have learnt about CV, resume, planning and various types of skills for the professionals and for the employees in the organization. How to type, design websites and various IT related techniques and skills are regarded in hard skills. Communication skills are very much important for employees and personnel of an organization. I have learnt about the creative skills, self-managing skills which are very much important and effective for my career. According to Mitchel, he stated that communication is needed for the individual for achieving the objectives (Mitchel, 2010). I have well known about different communication approaches like group discussion, personal communication, formal communication etc. which are known as soft skills. I have done a small research during my project and I have gathered various secondary data from many sources and also done a small survey and made a questionnaire in a structured way. So, I have my personal development on how to do a research and collect data for the research purpose for analyzing academic and employability skills in the workplace environment. I have worked individually but I am well aware of the soft skill name leadership and group cohesion. In my class, I have discussed about various skills like CV making, resume making with my faculty and friends which actually help me a lot. Routine and regularity are also some factors for employability skills in the workplace environment for the candidates and thus I have developed my personal development plan with those skills for my academic and professional purpose. Time management is the big issue for any event or any project. As I had done the project individually, I had to maintain a time frame which helped me ensure that I am good at time management. According to Russel, he stated that project and planning should be dependent on the time frame of the work as responsiveness will ensure a better output (Russel, 67-90). So, I have well known about my personality development according to the time management and planning of a specific project with the help of a group discussion and effective communication.
[bookmark: _Toc512086971]Evaluation:
Employability skills are different from academic skills. Some days back, I had no idea about those skills and all the approaches for my personality development. But after doing the report of academic and employability skills, I have some experiences and ideas about employability skills which are actually based on the academic skills of an individual. For getting a job, employees should have various hard and soft skills. In my project, I have worked on MS Office, made questionnaire and surveyed data which actually helped me to develop my communication and presentation skill. I had faced a tough situation in sometimes like the unavailability of information and some confusing definitions of various skills. After searching in the secondary data source, all the information were cleared to me and now I am able to make a report on my own, referencing them with API or Harvard referencing system. Employability skills are divided into two categories. Soft skills are mostly dependent on the personality and various attributes of the employees. So, I have learnt and made myself extroverted, self-motivated and independent that. According to Kolb, he stated that personal development for an individual is dependent on the cognitive dissonance of his/her attitudes and behavior (Kolb, 1984). Before this report, I faced some dissonance and conflict of what would be best possible idea for a problem and what would be the best possible outcome for a specific problem. But after my research report and project, I have a knowledge of employability and various skills for my personal development and career. Apart from this, I also have some mixed ideas about those perspective and factors. Skills are more reflective depending on the job description, job characteristics and rewards. My goal is to enter into a corporate business area and thus I need to have a strong academic and employability skills which can distinguish me with other candidates. In the soft skills, communication and commitment are important. If I am commitment to my organization, I will be rewarded. I have learnt how to manage a conflict between group members and tough situations as communication is the key and a soft skills for the employees. My reflective observations of the report was good overall. But at the summary of my observation, I must say, communication approaches are the key. In academic project, non-verbal communication is needed. With effective non-verbal and informal communication, I have gathered a lot of experiences on my personal development plan. 
[bookmark: _Toc512086972]Analysis:
I have observed various situation and gathered a number of data when I was doing the employability project. Problem of the project was to identify whether organizations need any skilled candidates or not. The answer is general and it is yes. I think organizations are pursuing different employees with different skills. Skills are segmented and targeted based on the position, organizations and job description. I have researched and seen that appropriate communication skills are necessary for the betterment of the organizations. I have learnt various communication theory and based on the observation, I think Berlos’s Model of Communication (Berlos, 1960) is the best model for me to analyze the different hard skills and soft skills in the workplace.
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Figure: Berlos’s Model of Communication
Source: https://www.communicationtheory.org/berlos-smcr-model-of-communication/
[bookmark: _Toc512086973]Explanation Based on Skills and Communication:
As I have surveyed among the employees and in organizations about the employability skills and observed deeply, I think communication is the best approach for implementing any strategy on skilled personnel. From my research, I have seen organizations are now a days demanding various hard skilled people and those hard skills are really very important I think. I have also learnt typing, decision making, leadership approaches and various numeric skills which are actually implemented by the effective communication in the organization. Employees/Personnel should communicate effectively because of the organizational goals. I think employees now a days is very much self-focused and thus sometimes problems may occur. As I have done a research project and report on employability, I also found some problems regarding those matters like why I was late, why I didn’t do it. So, if the communication is effective and well communicated among the personnel and employees then organizations will achieve goals and objectives. In my perspective skilled employees should communicate in a way that will enable the better workplace environment for the employs. In this issue, I think I am able to do a better communication which will reflect my skills to my academic and professional career in future. Soft skills are more important rather than hard skills because soft skills are a substantial factors of psychology, behavior and attitude. When I was making the report, I have analyzed different information sources and surfing internet, journals and came to a point that skills are much more needed now a days. As a student, I must develop my career depending on the skills and attributes of myself which actually help me to sort out the effectiveness of different employability skills and attributes which are needed for mine.
[bookmark: _Toc512086974]Conclusion:
In this age of globalization, employability skills are needed. As I have done a project on academic and employability skills, this report actually reflected the overall situation and my experience of employability skills. Which skills are needed, which skills needed to be developed and which are the main corresponding criteria for developing for me is my prior concern in my report. In this report, I have elaborated my personal experience and knowledge about the project. I also shared my future goals and vison based on my career. To sustain in this competitive job market, skills are essential elements for me to distinguish myself between candidates. So, in fine, I can say that I have gathered a lot of knowledge about various skills, communication and developed my personal development plan in a very strategic way. As organizations now a days are becoming very much technology oriented, so I have to cope up with the environment and have to establish and develop myself with various skills and activities.
[bookmark: _Toc512086975]Action Plan:
After my personal assessment, I have decided that these skills are very much needed for my career. So, I will develop my skills and develop my personal development plan with various hard and soft skills. As I want to be a business graduate, I will focus on the different business topic, develop my presentation skills and communication skills. Today’s age is the age of globalization and so development in every sectors are needed for an individual. I will make a standard flow chart of my skills and weakness and after that I will analyze myself. I will involve myself in various activities like different programs, debate competition and many more programs that will enable my communication process. Academically I will mix all the skills, knowledge with my professional career which actually will help me to achieve my goals. This process is helpful for me to-
1. Maintain an active engagement with the employees and personnel in the organizational workplace.
2. Enable various skills for solving individual problem with various skills and techniques in a very smart way.
3. Cope up with the technical situation for any tough situation of me.
4. Reflect all the skills of mine in both the academic and professional workplace in future.
5. Have the ability in working under a pressurize situation.
6. Develop my skills more effectively to sustain in the organizational workplace.
[bookmark: _GoBack]So, this factors will help my professional career because of the skills and approaches. Effective skills and communication approaches will develop my curricular vitae and thus I will be selected as an employee in various reputed organizations. Leadership skills, communications skills, numeric skills, computing literacy etc. are the prior skills for an individual. For establishing a better career, I must prepare those process in a creative way as it will demonstrate my qualifications to the organizations.
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